
 

 

 
 

WATER AUTHORITY OF FIJI 

REF: 883– ASSISTANT FINANCE OFFICER 

PROJECTS 

(PROJECT POSITION) 

NATIONAL OFFICE 
 
Purpose 

The Assistant Finance Officer is primarily responsible for providing financial, 

administrative and clerical services in order to ensure effective, efficient, timely and accurate 

financial and administrative functions to the Payments Unit. 

 

Principal Accountabilities 

 Receive and sort invoices from suppliers. 

 Perform creditor’s reconciliation before cheque is processed. 

 Ensure that all payment vouchers prepared have all relevant supporting source 

documents. 

 Follow up with the creditors regarding payments. 

 Liaise with other finance officers on pending payments. 

 Follow up with finance officer responsible for printing cheque and informing respective 

creditors accordingly. 

 Maintain proper creditors reconciliation file with monthly reconciliation enclosed. 

 Ensure that all statutory deductions are done such as SRL, Withholding Tax, VAT reversal, 

etc. 

 Ensure that proper approval of the invoices by the Centre/ Branch concerned. 

 Responsible for checking of all payment vouchers. 

 Maintain the file for all certificate of exemption from FRCA for the creditors. 

 Maintain neat and proper filing for payment vouchers and journal vouchers. 

 Perform any other duties assigned by the Financial Accountant or Team Leader Finance. 

 
 



 
 

       
 

Knowledge & Experience 

In addition to a Certificate or Diploma in Accounting, Business studies from a reputable tertiary 

institution, the Knowledge, Experience, Skills and Abilities required to successfully undertake this 

role are: 

 A good knowledge in Microsoft Excel and Accpac system. 

 At least 1 year experience in similar role. 

 

Skills & Abilities 

 Excellent interpersonal and communication skills 

 Demonstrate strong analytical and problem solving skills as well as ability to master new 

methods quickly. 

 Highly motivated and organized, with strong work ethic and an inclination to work smart as 

part of a competent team. 

 Excellent verbal& written communication skills. 

 Proven ability to work independently and under minimum supervision and willing to work on 

shifts and public holidays’. 

 Excellent of MS Office and computer applications. 

 Loyalty and a high level of confidentiality. 

 Proven ability to communicate effectively with the team to achieve desired results. 

 

WHERE TO SEND YOUR APPLICATION 

 

Typed applications must include the curriculum vitae in chronological order and the names of 2 

referees with certified copies of relevant certificates and separate application for different 

positions. Briefly state how you meet the knowledge, experience, skills and abilities for the 

position applied.  

 

INCOMPLETE & LATE APPLICATIONS WILL NOT BE CONSIDERED. ONLY SHORTLISTED 

CANDIDATES WILL BE CONTACTED.  

 

Applications should be marked “Confidential REF: 883 Assistant Finance Officer (Projects) 

National Office and should be received no later than 10 September 2021 and could be: 

 

Mailed to:     Hand delivered to:  Emailed to 

The Manager Human Resources or Human Resources Unit    or   hr.recruit@waf.com.fj 

Water Authority of Fiji    Level 3, Manohan Building   


